After stress- I h^dle stress better every tline* 

I was able to keep tte stress frcm overwhelJTiing me. 
I did a good Job. ^ 

^tenaglng Feelings 

Your feelliigs affect much of what you do. Everyone has feeling reactions 
because feelings are both Inbom and learned. However ^ people dlH'er in their 
awareness of their feeling md in their verbal and nonverbal egression of 
them. AlthDU^ experts dlsap^ee about mioh oi^tlons are present at birth ^ 
it Is likely that ne\^tooms have three feeling states: swprisej anger, qtOl 
satisfaction. If so^ the wide r^Tge of feelings es^ressed by adults is 
learned during childhood ttoough experience gjnd from others. During chlld-» 
hood people also learn wten, where , and how to express feelings in words* 
mn, for ex^le, ^^e often tai^t not to express' feeltage In words* Some 
people 5 on the other hand^ learn to forget lo^c and rely only on feelings. 
Ideally 3 the processes of thliiMng and feeling are coriDined In everyday Ijfe, 



Self-^Advancing Feelings 

Clear feelings can give us messages about what we want or need. Rest- 
lessness can tell us it Is time to ehmge; pride can tell us we have acMeved 
something worthwhile. It Is Important to leam feelir^s of self-acceptance , 
confidence , optiMsm s md perseverance if you did not iBBrn them when you - 
were a child. You can leam feelings like these by p^lng attention to yoi^ 
talents and acco^llshnentSj by saying to yourself : 

You ami do this if you try. 

Ihat^s a good Job 

You have a lot of talent for this. 

Ifeep trying. You will be able to do this. 



Self-Defeating Feelings 

Some feelings Mnder people ft'om ej^loring themselves ^ loving others ^ 
and learning new skills. Usually these feelings are based on nonproductive 
ideas ^ such as the followir^! 

Everyone must like 

I can never make ndstakes. 

I can make changes without pluming. 

world must be fair* 
I must be perfect at everjrthlng. 

Itaving these kinds of ej^ectations as a condition for allowing yourself 
to feel confident Is self-defeating. It Is very unlikely that yoiu? nonpro- 
ductive ideas will mteriallze. GJioi^ts based on unrealistic expectatlorm 
can lead to feelings of rejection ^ anger, guilty shm^j and fear. And wMle 
those faelir^B can be valid md even helpful when based on likely or realistic 
situations 5 they becOTB self-defeating vflien based on ir^sslbly high standards* 



SUr^IMARY 



In this section^ you Mve le^ried different methods of becoming a 
stronger adult. Added strength Is helpfLil when you are iraMng cMnges; 
being strong helps in preparing for change (planning) and In nmntalnlng 
changes (coping with stress). The msthods outlined here can help you use 
the Infonnatlon you have about yourself ^d about opportunities ft^m Sections 
I ard II. The firml key to becornlng stronger Is to believe In yourself and 
your goal. Make the success ©notions part of everyday life* Try Qorifldencej 
optjjnlsm^ md perseverance" I can do It. I will do it. 1*11 keep trying 
until I do. 
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Ohapter 16 




Becoming a Leade 
by Gathering 

ation 




Before you begm your ffx^up^ you need to find ol* i^at educatlona]. and 
CTploymmt opportunitlas are avalltfjle In your area, "mis lay.^ the ^und- 
W02^ on ^shldb the gronD can bitLld their knowledge and skllle. 

toout a ironth before the gro^ begins ^ Inireatlgate the nicjor schools 
and enployera In your arF)a so that you will be ^le to tell your nem- 
bera genera] ly what Is avMia^le and how to get imre speolflc infonnatlon* 
You need not contact mvei^ sljigle siployer or educator to your entire area 
(especially If you 11 ve to an area with mmy enployera md siflioolB) . But 
your data will be the starting point for many gcovp mrajbers to find out more 
Infomatlon to meet their ovm todl^dual needs. 

Not only will the facts thOTselves telp your ^oup^ but also you can 
use what you leam from your am ejcperlence of seeldng infoirotlon to teach 
others how to do their am Investl^tlons* You will uMoubtedly leam much 
about wimt questions to ask^ how to ask thra, vmcrn to ask^ and vh^e Infer- 
mat Ion Is available. You will meet valu^le contact people^ — ^people who 
work In schools or carpanles and who vdll help you or your group makers in 
the future* 

You should begta a notebook or diary of your experiences ^d wMt you 
learn while you are In the informatlon-^therlng process* You can note which 
methods were especlain^r successful and vfliidi failed and vA^^ You ml^t even 
jot ^wn what you felt during v^lous ej^^rlences so that you cm help other 
mmbers avoid your pitfalls and steer toward more succeesfii methods. You 
should alBO keep a file of cOTtact pe^le's nanes^ ad&*esseSj and phone 
niflribera so that you can refer your groi^ mKitoera to them. In short j during 
this ^ifonnatlon gathering ^ase you will be ^^Ing paths that your ff^vg 
Trntbem may take later* 
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You will need a map of you^ state or areas index or Rolodex cards j a box 
or file in vtoich to store yoi^ carts ^ and file folders or envelopeB for or^i 
izing Infomation you gather. C^ce you have defln&a yow geop^aphlcal areaj 
you should try to locate telephone boote for towis iri.thln the arma. Group 
mniDers may be able to provide s^ ptxme books 5 but your local library vd.ll 
also have copies. You vdll also need a notebook or diary to record your 
ej^rlences arjd a pad for taking notes during Interviews or phone calls* 



D^Bm^IG YOUR 

The first step in ^therlng local infonnatlon is to define what you 
consider to be yoi^ geo^aphlcal area. Be reasonable md only extend yoxm 
mrewL to places that a ^oup mmt&r would be vri.llirig to drive for a Job or 
schx^ol. Usually a 25-30 rrile radius is about the maximum^ but ths more 
rural yoijr ^ea^ the longer you can expect to drive. You may rant to draw 
a circle on a map^ shovdng your target area and noting towis within it. 



OQERAL SOroCES OP LOC^ OTDPMATION 

To be^Ln investigating your tai^t areaj you '^dll need to list major 
schools and enployers in It, Again j start a car^ fl.le of names ^ addresses j 
and phone nuEitoers, 

Ihe Chantoer of Ccmtierce and local Job Service (a^loyment Seciarity 
Cariiilsslon) will have lists of I0M.I nterc^aits and employera and may be able 
to tell you vrtildi are the largest and viiat rmge and types of Jobs these 
enployers genereily oiTer, CSioose two or more of the lar^st employers 
to investigate further youraelf* Later, am a groi^ exercise , you could have 
other martoers ^oose a c^pany to tavestlgate. 

Your local libraries and telephone books are exoellent souroes of the 
names of colleges^ tecdmiGiLL institutes 3 itilveTOltleSj oOTimffilty education ^ 
agencies J recreation departments and cli4?s that tea^ courses* (These will 
be listed under sdiools or recreation). 

Sam ^?eas also have educational brokerages that have educational Infor-- 
mat ion* Oieok your ^one book or Ubr^y to fjnd out if sudi a broker^e is 
av^^lable in your arma^ If so^ you may later v^t to refer your ffpoup w&n^ 
bers to the brokerage* 

^e hl^ schools in your area may haw files that worn helpful, fterw 
schools have college catalogues j flies des^dblng thB work and prospects 
of dlfferwt Jobs CoM«er jjifonnatlai) or mvm files ^out local employment 
opportijnlties . HoweTOr, they are unlikely to toow about peraOTial ^owth 
courses* A few hl^ sctools offer career and educational guidance and place- 
ment for hi^ school graduates as well as for cuiTent students* Even if 
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guidance Is not amllable^ the coimselor may be willljig to share Infomatlon 
with you, so be oertain to dieck all hlgi schools In your area for information 
that niay already be collected. Call the sdiool and ask for the senior ^dance 
counselor. 

Collets or universities your area lively to have counseling centers 
occupational and educational files 5 guidance libraries ^ and placCTient offices* 
These are excellent sources of InfonTation and are often available to adults 
who are considering emailing. 

All of the resources suggested above are public service agencies. Ihey 

will lisually be quite cooperative iii providing you m.th InforTratlon if you 

(1) 8^ polite 5 friendly 3 aiid persistent 

(2) clearly for *v^at you want 

(3) are reasonable ^out den^ds for tljne end materials 

(4) state your reasora for wanting Infonratlon briefly but cle^ly 

(5) ej^ress your tharto for their help* 

Initial^ 5 you should make m introductory phone call or write a brief letter 
ej^lainlng v^ot you are doing md what ktods of Inforfimtlon you arm seeking. 
Later you can follow with an JjitervleWs a visits or a longer telephone 
call. After your first contact^ make an appolntetent vAth rOTfione in the 
^ency or ^01^, You should also ask if thera are other ijr^cjrtan^ people you 
should call to yom* search for infomation* An taltlal reguest for educa- 
tional Infommtion ml^t go SOTieti.lng like this: 

Hello 3 rmm Is s ^d I am t^lng to set up 
a gulfaance progim for a'du3.ts in o^ srmsL. I will be lead^ig 
a grOLp of people who want to return to school or enter a career. 
Next months we will be meeting to help ea^ other the skills 
and infonnatlon we need to go back to school or work* Before 
the ffcovp st^*tSs I am gatheriJTg general tafomiatlon about 
educational opportur^tles in this ^^a. I am hoping that you 
can help me by providing mom tofomatlon about " , 



If you want information ^out careera or ^out job opportimlties in your 
areEj you can use the sane f omat , 

RemOTtoer that In nmny mys you ^e acting as a public relations person 
as well as an inforrratlon gatherer for your group lumbers. You i^ll want 
to make a good topresslon on '' le people v^o caa help or hurt your mCTbers 
later on. 

If you feel that pe^le you reet dur3i^ this Irrf'oimatlon gatherdng m\jOLA 
be good contacts, mk th&.i if you can refer ff^vp membera to tti®n later. 
Actually, marw people will be flattered to be asked to helpj but you should 
not refer your ff^vp nenters to a pereon imless you have flrat aBked per- 
ndaslon. 



iNPORmnON ABOUT FORMAL EDUCATION 



The first step in ^therlng specific Information about schools Is to 
write or call the admissions or continuing education office to ask for the 
school catalogue of courses and amission procedures. The school catalogue 
will probably contain Infornmtlon about adnlsslon requlreinents , tuition and 
lees, support services, guidance, financial aid, and kinds of instruction 
offered. 



You should brief]^ explain to the amissions officer why you want the 
information. Alao ej^lMn that sane adults in your may want to return 

vu4 P^^i™» so to school in the evening, or take noncredlt courses 
while others will want to retiam full tiro. Ask for any additional ±nfor- 
matlon that the office has available on contlnulns education courses, part- 
tiro enrollment, evenijig instruction, corTCspondence couraes, and special 
ser^ces for adults retumirig to school. You should also ask for several 
application fonns. Mnally, you can find out if the sdiool has a special 
adult student eowiaelor or contact person with mm you can talk. 

Once you receive yoOT packets of Infonimtlon Frm the schools, read 
than carefully to discover v*iat additional Infoniatlm you need. QenerainAr 
you should have facts on acinlaslon requirements (Jjicludlng what admission ' 
tests are required and when and where they are given), tuition and fees, 
nnaneial aid, special servloes and opportmlties aTOllable (such as career 
and educational counseling for adults, day-car« facilities, and pros-anB 
to linprove aoadanlc skills), ai^ exceptions or exenptions made for adults 
returning to school, and nanes of caitact people or coimselors for adults. 

Once you have read your packets and made notes about what Infonnatlon 
you still need, nake an appointment with sraiKone at the adtrissions offi.ce 
or with the special adult student counselor, if one is a-railable. Go armed 
with specific questions but also allow ttie peracn to talk tmely at times 
—you may ^t Information you ne^r considered reqi^stlng. Seek eadi 
^rson's &m.om about how an older adult would go about returning to school, 
^^10 would be the first person to contact, and vrtiat adultB can do to Imrove 
their chances of being accepted into the school. Try to assess how likely it 
would be for an adult to be atSnltted. Imuire ^out CLEP credit and hOTe 
3tu^ opportiffilties . 

Take notes on all IjrpDrtant points during your intervievra. Be espe- 
elally careful to record the naiies, addresses, and phone numbers of people 
you are advised to contact— and then do contact than. 

lOTORMATION ABOOT I1#0RMAL COURSES AND INOTRUCTION 

locating InfomBtion about informal Instruction and courses not tau^t 
in a college or university will be more difficult to get. It will require 
some ingenuity and nuch persistence. 
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You vd.ll want to find out about as msm coijrsea offered by recrfcatlon 
departments, eoninunlty educatlOT agencies, and camBrclal agencies as you 
can, but do rot feel that you niust locate every sli^e orm. You can use 
your p^up nfintoers to locate others. Once your nBntjers have decided vto&t 
they want to learn, a good grow exercise would be to ha-ro nentoet^ locate 
courses. For example. If people are Interested In flying lesaons, they can 
ej^lore possibilities by contactljig aiiports to find out what caiiTBrclal 
courses are offered. A person wanting to learn to tolt can can yaiTi 
shops for courses. Your ^up nentoers may also be aware of friends or 
neighbors who teach Ijifommlly. You can use what ^ have learned during 
your search for informal courses to point other ^oup meiribers in the direc- 
tion of finding more Infomiation. 

locating Lnfonnal and noncredit courses will be easier if you have an 
educational brokerage in your area. If a brokerage is not available, you 
should contact your local coranunity education coortinator. Generally, you 
can locate this department by calling the central aininistratlve office of 
your public schools or by calling the general Information ni^er or the recre- 
ation department of your city government. Often the community education " 
department will have a listing of all courses (noncredit) offered by schools 
and recreation departments in the area, but you should also call the YMCA/YVJCA 
to locate courses they teach. 

If your area does not have a ccmnunlty education department, you 
should contact your Ubrai^ for whatever InfonTatlon they have. Often 
libraries thomselves offer courses or infomml InstructlOTi. The entertain- 
ment writer, women's writer, or city editor of your local nevrapaper may also 
have a list of ^ups that repilarly give courses. 

You will need to know wJiat couraes are offered, men they are offered, 
vrtiat they cost, adnlsslon requirements, and vAiat si^port and special services 
are available. 



JOBS AND mipLDYmm} 

You and your gcoup will need to locate two kinds of work-related Infor- 
matloi: 

(1) Occupational Informatlan - descriptlms of unfamiliar Jobs, 
specific Infonimtlon (pay, working conditions, etc.), pre- 
dictions of future ei^lc^inent needs, training required, lists 
of possible Jobs for a particular school major, dances of 
advancement . 

(2) Enployment opportunities - the TOrlety of J^s available in 
your area, ciarent and future opening, Jobs you can "create" 
for youreelf. 



Qroup nen4)ers vftio are undecided about: what Jobs to seek or train for will 
need Qcci^atlOTal Information. Those who have chosen a field and are see] 
woric will require Inf onnatlon about aiplcynBnt opportunities . 



Ogci^atlcMml -EnfoiTOatlon 

The govemment has Identified some 35,000 diffei'ent Jobs, so you are 
obviously not going to be ^le to have InTommtion aTOllable for eveiy one. 
You can, howeTOr, locate some ccnroDn reference books and ^vemiEnt paiphlets 
and check out two or three jobs as exanples for your gcovp. For a mDim 
exercise, each mentier could look into a few Jobs and report on 

(1) a definition of the Job 

(2) vrtiat workers on that Job ^ 

(3) conitKan places of enployneht 

W training requireTOnts and entry- level positions 

(5) woridng conditions (work with others? be supervised closely? 
mvm about? woilc outside? imve rigid hours?) 

(6) pay e^ectatlons 

(7) local job outlook (pv«edicted opening) 

(8) opportunities for adults, iKLnori.tles, and women 

(9) advaneement route 

(10) a naiTfi of a local person viio has such a Job 

Most of this InformatJon is available rroni public sources. Some wlU conE 
from Intervlevra or lettera to trade a^ncles. 



Sources of infonnatlon 

In your public llbraiv, or school or college career guidance library 
locate the reference book Occupational Outlook Ifendbook . This will answer 
points 1 throu^ 6. You also be able to find the name and address of a 
trade agency for a particular Job, such as the National Mucatlon Association 
for teachers. r%ny trade a^ncles are listed In Appendix B. You can write 
the national or state headquarters for more information. 



To nnd local J* outlook predictions, you must contact state labor 
department officials. Some states have local Infoimatlon bociclets ^out 
specific Jobs J others have one booklet with predictions (usually for five 
Slf or° 1^°*®^ opening m all fields. To find this useful Information, 



(1) local Service (aiplojment fecurlty) office 

(2) state J* Servlcej 

(3) state Marpowr AdiiLnistratlon or Bia^au of Labor 
Statistics of the state departnent of labor, or 

W U.S. Mai^ower Adndnlstratlon of the U.S. Department 
of L^or, Washington, D.C. 20210 (ask them to tell 
you how to get local InfonnatlOTi) . 
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Tty these som^ces In the order they m^m listed. Your Job Semce office 
will probably have what you need. Tell them you want local Job predictions ^ 
predicts openings J or Infcraatlon on the local occupational outlook. 

For Inrorrnation on ajftomtlve action progrOTis md general opportunities 
for older workers^ minorities, and wonen, write to the mtlorml or state 
office of the trade agency or union (for exanple, the National Education Asso- 
ciation for teachers, the United Auto Workers for factory workers in car plants). 
Ihe national Chairtoer of Comnerce In Washington, D.C, will have the ad^ess. 

To find a local person v;ho has the Job you* re studying, you must use 
many sources--yoLir network of personal friends, professional guidance person- 
nel, and public information sources (newspaper. Yellow Pages , llbr^y). As 
an exmiple, let^s say you were investigating the job of a welder. You could 
try the following sources: 

(1) Friends . Ask everyone you Imov/ if she/he toiows a welder, 

(2) Guldmce Personnel . Call your hlgi school guld^ce counselor 
or college career counselor. Tell them you are seeldng infor^ 
mat ion about welders for your ConTnunlty-Based Guidance ^^up. 
Ask them if they have the nare of a local welder. Yovcp Job 
Service counselor may be able to help. Also check with the 
welding teacher in tJie ^ea. 

(3) Public &ifonnation Sources , ft^m these sources, you mjuM hope 
to find the nmres' of errployers vAio Mre welders so you can con- 
tact the ei^loyer. Most enployers will give you the nOTie of 
an anployee if you explain why you mnt it. ttice you have the 
names of welders^ contact them to see If they would be willtag 
to talk to any p^oup menbers Interested In being welders. 



Interviewing wprkers 

After your ^oup nCTfcers have stiMied the Jobs they find Interesting, 
encoi^mge th^ to rrake appointments to interview the local person you teve 
listed for each job. mmy should review the Interviewing methods suggested 
for Job Intemrt-ews (Chapter 12) because many of the some hints apply. Have 
meiribers list questions they would like to ask. Below are some Ideas, 



How were you tr^jied for your Job? 

How do moat new woi^ers enter this field? 

About how imidi are beglimera paid? (Avoid asldjig how mudi the 

peraon you are intervlevdng la pMd. Ma^ workers res^t tMs.) 
Wiat is a typical woric ^ likft? 
Wiat the most inporfcant sWUa of the Job? 
What are aciTE drav*ad^ of this line of woric? 
Vttiat are the dianoes for adranc«nent? Hw does one a^ranoe? 

As sKvp laaderj you shoiad arrange to haw TOntoera TOlte thank-you TOtes 
to all woricars who volunteered^ even thMe who were not Jjiter^ewed, 
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Jobs for a specific sct^ol n^jor 



Group menbers who are going to school vmnt to Imow the rar^e of Jobs 
they could enter vdth their training. They should discuss this with their 
teachers 5 with career counselors at school ^ and vdth ^aduates of their pro-am. 

Enployment C^portimltles 

Oiapter 12 describes how to n^e a Job eear^. Wie gro^ Bearch uses 
the sanie soiufGes (Trl&n^s placement offices ^ eirpioyer Intervleraj, enploy- 
ment specialists) to create a Job search networic that can extend to every 
rennber^s circle of fl7lends and Include every potential e^lqyer in the area. 
Because you btb a ^oi^^ peraonnel offlcera miy be will^ig to ta^ with you 
about future opealn^* Your Chmtw of Cameroe may toiow of new tlmm vtio 
may be pluming to locate In your areat Yoi^ cm write to these new 

flrro* 'Hie featm^e editor of yow^ r^wsp^er or ra^o station m^ be willing 
to wrtte a story dbout your ^cup If you call md ask. This publicity can 
help enl^^ your network* Ihe l^^r your networtc^ the ^«ater your chances 
of locating Jobs, 



SUPPORT S^VICES 

When your groi^ gets to the stage of m^^g plane to enter school or 
take Jobs^ some membera will aeed Inforffatlon on conniuM^ agencies, day- 
care centers, sdiol^r^hlps, or social services. In sane areM, this infor- 
mation will ^rea^ be collected as a ^^ctoiy of social services or Index 
of social agencies, Yoia* county have a day care coimcil which h^ a 
list of licensed day care eentera. In the same w^, the financial aid 
officer of your sdiool have a Ust of all s^olarehlps and loan oppor^ 
tunltles. In case your goovp is not so ludor, try the methods listed 
below, 

(1) Call your newsp^er (city editor) or librarian and ask for 
a Ust of social ^encles and their services. 

(2) Write the state departanent of education or social ser\rt.ces and 
ask for the Ucer^lng requirements for d^ care centers ^ as well 
as a list of any licensed centera In your ^ea. Also use news^ 
p^er ads and your gr^ip^s social network to ftad persons vftio 
want to provide cdilld care. 



COr^ILING Tm INPORmTION 

It is hard to predict how much Inforrnatlon you will have. Our col- 
lection , f&r Oran^ and Duiftam Counties in North Carolina j Is main-ly pam- 
phlets and catalogues* It is rare3jr helpful to t^ to retj^e or rewidte 
eveiythlng that has already been coUeoted and printed by others. Sierefore, 
a medim-slzed cardooard file box iiBiy make the best portable "Infonnatlon 
librae." 
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Renmiber, you need not conplle Infoiroatlon that Is already available 
in your area. Use your cOTinunlty libraries. Also, l*'' you imve ordered 
materials that tate time to receive, ^oup mentoers can split the rest of 
the Ijiformatlon-gatherlng tasks as part of their CB3 ^oup activities. You 
will need to Instruct them, as this chapter is not in the" ^rtlclpant ' s 
Guide. " ^ 



Becoming CI Leader 
by Orgarlllihg 
a Group 

Ctanmunlty-Based Guidance groups can help adifl^te K^ m deolslQns 
arKi changlJig pidoritles. The group can offer si^porfc ft 
piovidei feedback, and can make suggestions W help In^vWual mKribers • Sofna 
■ groips meet only to ccn^ in B&oasdxm i others eontajius to 

meet v*iile the mentoers are taking classes^ Job hmt^ or developdjig new 
Interests . 

How can yoiu start a guidance group In your Gomynlty? You will need 
to recruit mentoers, gather materials, organlre i»etlnp and lead groijp 
activities . Ma^ people reading this; will autonatloriny shy aray at tim 
thou^t of organizing and leading a gro\p# Ifowever^ we tmve fbund that rmt^ 
CBG grovp leaders are first-time leaders, not experdOTced counselors or 
adndhlstrators . Ihey are leading groips not only to help others btrt ^so 
to help themselves . Ihls ch^ter will provide l&as and skills to use In 
f onrdng a group. Why not take a challenge and volwiteer yoin^elf as leader? 
Ihe leader must be quite faniUar with the Beoondjig exerdises# If you are 
friendly and are a gdod conmunlcator, you om probrtly lead a ^ow* 



phapter 17 




BECBUTHIING MEMBERS 

Your best source of meiribers may be your olrcle of trl&r)dB and liiiTOdlate 
neighbors. They may be considering changes ewn If they hav« never taUced 
to you about than. After all, does each of them toow you are naldLng plmB 
for school- or work? Simply tell- your friends what you are consldwlng and 
i^t the group could do. Show them Beccmtog . 

If you need to look for people outside your circle of friends or If you 
have Just moved to a new ccmnunity, you c^ advertise to start yoiff group. 
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You should mite up a brief description of the gpoup and Its acti^tlea (a 
sairple description is in Fi^re 1^ next page) and m^e copies to give to the 
people you recruit, cOTmmity leaders f^st— ministers , heads of social 

8er^d.ce a^ncies, agrlcultiy^al extension a^nts^ sM club presidents* The 
counselors at the Job Ser\rt,ce office or at your corammlty college or higi 
school may also toow interested persons. Your local radio station and news- 
paper will prob^ly m^e an armouncanent or run an article as a public servici 
Our experience has been ttet each cOTmmity has several totereeted people whD 
will be pleased to have you recruiting thOT. 

A good p^oup has six to eight nrabers, IncludJ^ yourself. 1^ to ^t 
m even nimiber. Talk to potential group mOTbers to see If they will be right 
for your group. You nay prefer to Itodt your ^oup to people who Imve much 
to GomTiDn, It Is not unusual for TOnBn^ ndnoritieSp and older adults to prefe 
p^up manbers like themselves because of past discrimination. 

VJhen talldng to people ^ try to find out the folloidiig Information: 

(1) Does this person tmve a school diploma or QWl 

(2) Do Ms/her goals match those of the 

Ptor ex^le^ is he/she e^^loring ocoipations^ re-entertog 
the Job markets m^djig a career change ^ re-entering sohool^ 
developing skills, hobbies , aM interests? 

(3) Can this persm devote two to five tours a week to ^^up 
meetings ani tonteTOrk? 



GAfflffiINQ GROUP MTERIAI5 

The group mottoo's ^11 each need a copy of Becomtog; Participant's Guide 
arid a packet of Extra Materials . If ^ups meet repilar^ in yoSS^coniTnjffilty, 
the Extra rteterlals packets are reusable. You will not med a fartlclpant's 
Q^i^ because this Leader *s Guide contatos all the chapters from the partici- 
pant 's book. You should order all copies fran the publisher If no bookstore 
in your* area has the mterlals. 

In addition to Becoming ^ your ^oup will need the local infonnatlon 
described in Chapter 1?. RaMttoer to cteck T^ether any Infoniatlon is 
^thered to a place where the ^oup iriOTbe^s can use it eMily. If so, you 
can all visit that site as a ^^i^ activity. To check on reso^ces^ ask If 
any of the f olloirfjig services M*e aTOllable In yoiff area and If they can be 
used by the public: 

(1) Occi^atlonal library (often at Mgh sctools and colleges) 

(2) Bducatlcnal broterage (at colleges or public libraries) 

(3) aild^ce libra]^ (at school or public libraries) 
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A groi^ of six to el^t local Mults who are oohslder 
sohool or TOTk/ dhanglns Jofts^ or develppir^^ be meetijig 

to share Ideas md plan together. Iha book Beconiliga developed especially 
for adult gultoice^ will be t^ed. Group n«ribers~ will 

(1) exainlne values^ IntereatSj sM priorities 

(2) Identlftr sldlls 

(3) gath^ and slare Infommtion about local Job^ sohool^ 
and persCTml p^wth activities 

(4) practice Job Inter^rtews md career plaming 

C5) discuss issues to dlscrijniriatlon tte influence of 
changes m family mei^rs 

(6) make decisions 

(7) plan changes 

(8) provide Biitual support for each other 

Ttm g^oup vdll meet six times for three hoitt*s each* There la no chsrgej but 
all raaitoa*s must ptcrclmse their om itettoials C$5*00-$12 .00). 

Siterested persons riiCTd^d call J.O, Beecten^ 7^7^758 ^ by April 15* 



If these services exist, you will need onJ^ to gather Information on fflploy- 
msnt opE^rtunltleB and oi^port ser^^oes. 

If many mrabera of yoi^ group are explordjig different careers and your 
local high sctool gul^ce library, collie library, or public library does 

haTO tte most recent Occigatlonal Outlook Hmdbook^ yaa can ord^ It ftan 
the Supertotendent of Docurants/ U,S, Govemment ft^totlng OlTlce, Wash^^on, 
D.C. 20il02, Ask for Document #029^001-01406^6. The Occipatlonal Outlook 
H^faoo^ costs $8*00 in paperback. The group rrafibers can sh^ tfe cost, but 
orders t^ at least ttoee mmkm to arriVB and must be paid in advance. 

If yoitt* ^up will be contlnutog past the six meetings for ccfrpletlng 
Beoomlrw , you m^ vdsh to oi^^ or ask your public llbraiy to order tte 
following ma^zlnes: 

(1) Occupational Outlook QuarterJj— U,S> QoverraiBnt Printing Office 

(2) Workllfe ($15 year]^)— U.S. Govemment ft^lntlng Office 

(3) Women^B Work ($6 yearly)=1302 Eighteenth Street, N.V/*, adte 203, 
WasMngton, D*C. 20036 

Your group 1^111 benefit from some of the iratwlals listed as resources 
In Apper^aix C, Talk to yo^ librarian to see vMch ones are In your public 
library aM vrtilch nd^t be ordwed f yow ^up m& for other adults in 
your tovtti. As with other materials, you and yoia* p'oup may want to buy ttese 
resources and shwe tl^ costs. The publisher *s name and city are listed after 
the title, Yovr public llbrai^ vdll have the street aitoess of the publisher 
In a reference book entitled Books in Printi Titles . TOiLs is usually a 
twD-volunte book, ard the addresses are to tire back of the second TOlwie* 

Si some cases, COTinunlty-Based Quldmce p^ups will be led by oounty 
meital health, eoiiEunlty ser\^ce, or civic wganlssatlons that need to evaluate 
the outcome of the group fw theto ftoal reports. Tests of self-ooneapt , 
OM*eer matm'lty, Infonnation gain, aM decisiveness Imve been used to devel- 
optog the Beoomtog books, Write to Dr. Ifency Volght, School of Mucatlon, 
University of North Caroltoa, Qiapel Hill, NC 2751^^, If you wish deserip^ 
tlona of these tests. 



ORGAOTZDgQ rffiETINGS 

An tofoiTOl atrosphK^ la probably best for yoi^ p'OLp, TOie Metings 
are not a social event, but they need not be causes, either. Yowp om 
hone is a site if you can seat six to el^ persons comfortably on 
chairs or pillows to a aimll clrole. Your ireetl^ site shDuld be qiriet and 
private. If you use your home, you ^11 need to be able to close the doors 
or ask your chil^en to visit ft-lOTds during group tine^ If your tone or 
another mariber's hero Is not available, look for a chitt'ch, schoolrocm, 
a^cid.tia»al e OTslon bid.ldtog room, b^ik meet tog room, or other public 
meeting place. Ihe roan should be secure ft^cm totermaptlons . A^to, chairs 
should be M^wiged to cycles or people can alt aroimd a lai^e table. 
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We suggest a series of six weeld^r metlr^s^ two to tiree hours each. To 
flr^sh the pro-am In that t^m^ xtmterQ will need to read assignments at 
^ home. Of GOirrsej you can plan the number of reetlngs tlmt seem rl^t to ydu. 
Ptamt ten TOetln^ must be held If nraSbers are not going to do homework. Also 
a ^oup that wishes to discuss exercises at length will need nxDre time. 



SUmPRY 

te'^nlElng a Coinniunity-BaBed GuldanGe p^up Is a valuable experience 
for you as a leMer. You can develop or use skills In publicity 3 plamlng^ 
and gathejAig resources. The next two chaptera Td.ll teach you some new sWLlls 
Jji peer-^oup comisellns methods and small-p^up leadership. TOese sMlls are 
not difficult and will proTO very telpful to you In rumlng your p'oup. 
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Becoming a Leade 
by Learning Skills 



Speolal sldlls needed to lead a ^oup of yoi^ pears (people wto 
are ajnillar to you Jji eT^^lenoe^ age^ ar^ education). Di a ^niiwnlty--Based 
ad^dance (ffiG) groups you will need to be ^le to help others to 

(1) feel eontftortable In the p^up^ 

(2) talk and listen to othera^ and 

( 3 ) undeMtand irtiat they have leaified . 

Ttm axerolses in this chapter wlU help you learn or revlw sldlls in aa(^ 
of these three areas , teviw questions at the mM of key sect Ims cm help 
you ^^ek to be sure ymi lesOTied each dd.ll. Wnjm yaa know these skills^ you 
cm be confident that you can lead yoi^ ^oup* 

Tmp * ^Ijeadershlp" n^y neanlnss, ^nje thlrtc of stem 
leaters irtiD ^ve coM^ids md i^iir^^ obedience* Otltew thMc 
of ths ^^iatttt^ leader" i^ has st^ a retgietlo peraonality 
((Smdmml that no\ OT resist betag excited by his o ho* 
ideas ^ If you cdtBpe^ you 
bound to W cUicouraged aald nay e^^ Hiid yourae^^ avoldtog 
Ifadewh^ roles Let'^ ftca It, not frw^ Ptotln 
IaAI^ or-Oolda felr^ 31i fact, ttese leaders ndgit not 
be so; grt^ at l&adlng your Your groiflp needs a 

Iwdar wl^ /%dil help othare help thta^elves • - Bbous on laarrdng 
the sl^ls of betag tha^ Mnd of leadm Inst^d of Wcldng 
yoiff^elf fOT mt hav3^ cSiartsm and power* 



Ha^ING MSi^ TO FEEL ComE^P^M 



Other people feel cortfort^le for about the mom reasons you do, VBiat 
would It take for you to feel at ease and relied In a gro^ of pe^le? 
Think for a moment and wite yoitt' ideas here. 



You prob^ly had scm gTOd Ideas we dldn^t conslderj but below are soro eomnon 
thln^ ttiat may help you feel canfortable, 

(1) Others know your name. 

(2) You feel Uke you Imow eveiyme* 

(3) You have SOT»thlng in Gcmnon with those present- 
ed) You feel Hked and listened to, 

(5) No one Ju^es you or thlrflcs you strange, 

Ihe aotl^d^tles below will also help your groip to feel Gomfortable. 

(1) If people are unlikely to )mm other merabere' names ^ make name t^s 
for them, 

(2) As leader^ you shoiild always start eadi coiriitent to a person with 
his/her name— for exarrple^ "Joe, don't you start?" 

(3) Ma^iig Rounds is a activl^ used as a basis for mar^r other 
axerolses* To make roimdSj ask saneone a qiiestlon* After the first persOT 
amwers, the person on his or her left answers the sane question* This 
cGnttoi^s around the clrele imtll everyom has answered, 

W Introductions is an activity 'used to start a group, Kbve the man- 
bers break Jjito pairs by asslgniUig than (for example^ "Annie and Ruth, you 
go together"). Each pwson should spend tTO or ttoee mlmtes telling the 
other person ^out Mm- or herself. It takes about five minutes for each 
pair to f:Uiish. After ttoee minutes ^ rwdnd thrai to chaj^e and allow the 
other person to ta^. Call time after five or six minutes and have everyone 
rejoin the circle - Then ask each persOT to introduce his or her partner to 
the groups telling tte person's name am other taportant ftets about the 
partner. Make Romds ^th the introductions (have each per^m Introduce his 
or her p^ner In turn). 

T5) War I'm Here is an activity also deseed for the first session* It 
gives all n^bers a ehmce to share SOTethlng about thOTselves, ^ch person 
will simrarlze my the pOTson Just before him or her is here and then wl^ he 
or she Is tere. You should st^ by telling people ^ you are here, Ihe 
person to your left vdll sOTmarlze why you are here aM he or she is here. 
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Ihe activity ends v±th your suiiTnarlzlng what the person before you said a«3 
what the ^up said. For exanple, "Salljr is here hoping to ohan^ Jobs. It 
seema nany of us want new jobs, while a few want to leam about school oppor- 
tunities.?' 

(6) Group IMnk is used in exercises in which people are ejq^ected to 
bralnstoiTn, solve problans, or think of new ideas. It 1ms three stages: 

(a) Miiddufll thinlclng 

(b) anall-group thinking (twOj ttoee, or four persons) 

(c) Larger-^^up thlnMng 

Slrst, have each person write out ideas or answers to a problan. Nextj break 
into subpwups of two to four people to share ideas. Moh subp-oup should 
cor^lle one list of Ideas, adding to or subtracting fron the Individual lists, 
and discussing ideas. The subp^ups should elect scmeone to speak for than 
and share the p-oups' Ideas In the large ^up. Depending on the nature of 
the exercise, the group my or may not caipile one large list and vote on 
ranking solutions. 

C7) Peeling at Ifome . Give evBi^one a ariBll sheet of paper or index card 
and a pencil. Ask mentoers to wite answers to the question "What does It take 
_^Dr me to feel contfcrtable talldjig in a ^up?" If this is difficult to answer 
ask membera to think of tlJi»s vhen they Imve felt comfortable. Hiey need not 
slgi the cards. Then give each person a second card and have him or her write 
the same ideas on this card. Collect the cards separately so you have two 
catplete piles, with one card from each po'son in each pile. Divide the group 
in half and give a set of cards to each subp'oup for Group Ihlnk. 

Ask each p^up to look at each card and pick ttose ideas that seem irtpor- 
tant to discuss. The subgroup should think of ways to make each idea possible. 
For example, one way to make "I need to trust people" possible might be for 
each mOTiber to prOTiise not to tell anyone outside the group what Is said at 
groi^ meetings. 

As the spokesperson for each subgroup reads the conplled list to the 
group at large, one person should list both subff^ups' ideas. Monbers should 
discuss ttese Ideas and tow to make than work. You may plan new activities 
or make group rules ft»cm this discussion. 

(8) W&p Up at tl» end of ever^ p^up session. Bme the p-oup sit in a 
circle and ask different p-oup manbers to review what happened In the session. 
Then, starting with yourself, have each person nanK at least one thing he or 
she liked or learned that session aM one thing he or she dl4i't like or undw- 
st^d. The group can then develop ways to linprove group nwetlngs, 

(9) Wajm Up at the be^nnlng of each session after the first session. 
Ifeve the gpoup martbers discuss their honework or other es^K'lences related to 
^01® goals. Manbers can Make RouMs by asMng questions or maMng ccranents 
on **mt ttey have leanied. 



Ihese nine group activities aim to iiake people feel oomfoi^able In theaj* 
cm ffpoup* Wowp are actl^dtles you \dLll use re^^ly^caailng everyone by 
name, IVbklng Rounds, Qroup Thtok, and Wap Up. The other six are special 
aotii^ties for the fj^st session, when pebple are likely to feel ill at eaie. 



m^mi PEOPLE TO TAIK AW ULSTM TO arHM 

You need to set a good ex^le as a leader. You can leara to taUc irore 
elearly throu^ a few simple rules. In listening^ you want to learn to do 
aetive listening," whldi Involves several teiM^ques that let people Imow 
you are really trying to mderatand them. 



Speaking SklllB 

Speak for youreelf . As much as possible mm I^statements : sentences 
that start with I . This helps you to "wi" your feelUi^ and ideas and to be 
resporalble for them* To oha^ a statOTent or question to an I-statement 
ask yourself, "^at do I feel about this? Wiat do I want to happen as a ' 
result?" Look at the dTfferences between the following statements* 

(a) Poor - You make me wonder about future. 

Better - I wonder dDOut my futw^ when I coTpare myself to you* 

(b) Poor - You should have picked up the books. 
Better - I would like you to pick ijp the books . 

Give cc^crete reasons , mm you have a reason for what you saying, 
share ir as cie^^jr as possible. Usuainy that means e^^lalnlng with m 
exanple. It Is especially helpful to ^ve concrete reMons when you are 
praising or questioning pMple. Then they fcow exactly v/hat they should 
change or do more of^en to please you* 

R^ack positives . Vhen you mswer soneone or ccrarBnt on ideas, it helps 
If you can comn^t positive^ on valuable parts of what is s^d. 

(a) Bill (a ^^i^ mfflJber) — It seans we could get more done if 
we met 15 minutes earlier. 

Leader=That»s a good point. Bill. I thlric some other folks 
have been feeling rushed, too* How do you feel, Walt? 

(b) Janlue (spQ\xp men43er)=toe problem I have is that deep down I 
beliave I m too old to go back to school. 



Leader-Janice, I thl^ you»ve hit on the veiy fear that keeps 
most of us scared* I'm glad you brou#it it up because it* a 
hard to believe gmm vimen will feel rl^t in school* 



Ask oper^nded questions , men you want epaclfla information frm a s^^vp 
mentoer^ ask closed-ended questions (those that em be answered ''yes" or "no"). 
Exa^les ''Do you have a oarV^ or "Can you get a ride?" However^ i^en you 
want people to say more than a few words or to e^and BcmB Idea^ Mk c^en-ended 
question or niake open-ended leads. C^en-ended questions start with vtoat, 
vtiere^ v*iy^ vfc^^ how^ i^o. 

(a) Poor - Did you feel good about that? 
Better - How do you feel about that? 

(b) Poor - When did you finish the year? 
Better - Wiat happened next? 

C^en-ended statements encourage pe^le to go on, 

(a) Tell me more about it. 

(b) I^d like to hear irore dbout that. 

(c) I'm glad you're telling us thls| go on. 

Explore bloGks , Sanetlraes when g^oup mentoew are taUclng^ they will discuss 
Ideas of beJjig blc£ked . CBQ ^i^s are aimed at helping people examine their 
blocks to see If they oan be chmged. Therefore^ you should try to e}^lore the 
bloeks , 

Ihe following key words ^ve cl^s that a peraon is blocked! 

can't, must^ won't, should, ou^t to, evexyom^ no one, 
couldn't, have to, mist not, eveiythilng, newr, always 

Biese words are all absolutes. When an absoliite blocks eoroone, the person 
may have fallen Into a "trap" stalls to ones discussed earlier in this book. 
There are several ways to help pec^le es^lore these blocks, 

(a) can't, won't, mi^t not, coulto't 

Ask: "Vteat would happen If you did?" "What keeps you frOTi 
doing this?" "How did you learn not to do this?" 

(b) should J ou^t to, have to ^ must 

Ask: "Wio says you must?" ''Have you ever Imom anyone mo 
dlto't?" "Iftttiat would happen If you didn't?" 

(c) evea^one, no one, e^^ry thing, never, alw^s 

Ask: "No one e^r has done that at all? '' "Can you'lm^ne aryone 
do^^ that?" "Have you ever k^am arycyie who did?" 



Speaking Skills Exercises 



Reread the live lessons to be sure you Imow how to i^e each of the five 
sUlls. These exercises have sari^le arawera noted at the end. 



Chm^ these yoi^staterents to I-etatOBents, 

(a) You mkm m really anpy, Don»t do that ar^oore. 

(b) You are doJj^ that wrOTg. 

(c) You should that to everyone* 

(d) Do you wwt others to agree with you? 



Vrltm clear reasons for these vague ones. You will need to make \jp the 
detailB. Ihe answers will only be a ©jlde. 

(a) I'm pleased with your Idea^ 



(b) I'm so Gonfused, 



(g) I need help. 



(d) Can you diange that a little? 

Wnd the iji5>ortant parts of these oaiinents and praise thOT. 

(a) If only I cotild feel accepted by ttie men at tine nilll^ I'd be willing 
to try a new Job, 



(b) I think I've flnal^ made a decision. I»m ^Ing to learn to swimi 
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(o) Do Bchoola ever ^ve s^olarahlps to studtents over 50? 



(d) I h^e next seBSlon we can bring up sam of our family ooncems. 
I think family Is an j^ortant factor In my decision. 



Put a meek (y^) to the left of ea^ closed-ended sentence. 



(a) 



Do you underatand v*iat Is meant by a peraOTallty type? 



(b) 



I'm Interested In yo^ e^erlence at that school. Tell me 



more^ please. 



(o) 



Was It a good ejqperienoe? 



(d) 



Did you feel out of place there? 



Qiange each sentence you checked to an open-ended sentence. 



ttiderUne each key word for flndtog blocks and wrlt*^^ questions to e^lore 
ttie blocks, 

(a) I can't posslb^ go baok there. 

(b) No one was nice to me at all. 



(c) I must m^ntaln nor pride above all. 

(d) I'll mvmp try that agato. 




1. (a) I am anpy when you do tlmt, 

(b) I ttoik thane's a better ray to do that. 

(c) I'd 1^ you to say tlmt to esreryme. 

(d) I'm mmd&^ii^ If you vent others to agree Td.th you. 

2. (a) I'm pleased id^th your plan to etart em*llw. 

(b) I'm so confused J I rant to live at ham^ ^t slII the Jobs I viant are 
in the city. 

(c) I need help unawstandtog my ^lorltles. 

(d) Can yaa revrlte your plan so the easiest steps cane first? 

3. (a) I thtak y^'ve hit an imp^tant point. Aoceptanoe is the first step. 

(b) I'm glad yai made a decision. You sourd excltrf abmt learning to 

(c) Ycur question Is cm to all med to taow. Can vm get flmnclal aid? 

(d) I'm glad you brou^t vp tmdly cmcems. Do others TOnt to discuss 
this also? 

4. (b) Is an ^en-ended sentence. 

5* (a) Wmt is meant by a^rsonallty t^e? 

(a) TeH us about yoi^ e3i>erlenae. 
(d) How did you feel ttere? 

6. (a) Cm't ifWiat keeps you ftom goiiig back thwe? 

(b) No one - Ihere mm't a sln^e ps»son ^o ms In any my rd,ce? 
(o) Mist - Mmt vmld h^sen If you lessened yoiff pride? 

(d) Never - Can you inaglne situation that w^d make you try again? 

listening S^ls 



Attention . Each speaka* In the ff*oup meds to feel he or she 1ms sane- 
thing Jji^crtant to say* You Mil let people toiow you are listendj^ by ustag 
attOTdlng sMUs. ' 

Poor attention - listener leans back^ looks at the floor or oeHlng^ 
sits back-to^^back vdth spe^w* 

Bettw attention - listers faces ^ak^^ loote speakw In the eye^ 
leans torard Mm op and nods or sayB ^Wi huh" to encourage the 
persOT to conttoue talldjg. 

Reatatgrent . RestataMit Is tte skUl yaa will use more often. Although 
it s^nds aitotoa In practice ^ restatement Is both helpful and natural In gnv^ 
leada*tfilp. -Di most cases ^ you can make restatorents tostead of asWJTg queatlcns. 



Basically^ reatatetent is putting the speaker *b words into yo^ own words. 
Beloyf are a stataisnt and several san^le i^statQ^nents. All are exajiples of 
good restatfflentSi. 

Speaker: I went to the llbr^r^ and looked three Jobs that I am 
really exalted ^out. 

(1) You looked up three reall^r exclti^ jobs? 

(2) Do you mean you knw all about those jobs now? 

(3) YQu*re saying you*w leatied ^^t three Jobs^ and 
you* re excited by i^at you've learned? 

(4) You locked up three Jobs? 

^flection . Reflection Is a restate^nt of feeling, The feelings can 
be those that people mention or mas they 3j^3y by their voice tone* Ifere 
Is an exanple with the feeling word imderldned. All good e^raiples of 
reflection* 

Spe^r: I'm scared that I'll fall^ and It'll all be a waste of 



1* Wrtte responses to the following sentenoeg as thou#i you were replying to 
your ffHDi^ mOTbers, Sanple answera follow the exercise . Yoin* ^iswers need 
TOt mtoh the exanples exactly, 

1* I'm hop^ig this plan will woric* I thlric I'll be nwch happier , 



2. Do you think this Is a good Idea? 



3» I need to toiow how this will affect m fairi^. 



4, I feel discoui^ed. I'll mvmr make It, 



tline« 



(1) 
(2) 
(3) 
(4) 



You're feeling scared. 

It's f^l^tenlnff to think It could all be for nothing . 
Scared? 

F^lure real^ ft'l^tens you* 



Mstenlne Exercises 



5* Isn't It tew^le that day care is so hard to tmdl 



^nple Zeroise knmers 



(1) If on3^ this would work you'd be toppyl 

(2) You're won^rtog If I support your Idea. 

(3) It's toportant to you to Gonslder yoiff family* 

(4) Discouraged? 

(5) You're a little ar^ry that you can't find good day care* 

HELPINa IMBmS in^ROTAl© WHAT TIffiY'VE IMRTM) 

You want your group mentoers to uMerataM both the content and process 
of their ©Toup sessions. Ttm contmt la tim ajiforTOatlon md InstruetlOTs to 
Beoaidng , Read ymr brok carefm^ so ttet you midarstand the Ideas ard can 
answer questions. 

To check maimers ' understanding of p^up processes , stop the p^up vftien 
it is havang troible and lAmn thtags are going quite well. Ask emup maitiers, 
'What are your ideas about vAiy we're ha^ng this troi&le (or doing so well)?" 

Besides stud^ng content and ^sGUSsJjig process ^ you should review p*oup 
sessions by keeping a joiOTiri. Sane review ideas aM space for writing is 
Included In your tfat^lfiils packet^ or you can continue the diary you 

kept dwlng the infonratlon ptese. It's best to write in your Journal 
ijunadlately after each session* 



smyM^ 

To lead a groip^ you need cCTtaln verbal am active listmlng skills in 
ad^tlcai to imderstaMtag Becanlng 's content. You can teep the ff*oup going 
well by cheoktag p?oup process ar^ by reviewing each ©:*oup session In your 
JouTOal. In the nejrt ohapteri a sample set of ^up actl^rltles is described. 




Becoming a Leader 
by Planning 



Conmmity-Basad Guidance ^oups can be run In several different ways* In 
this chapter 5 we shall outline the met tod we used In Itorth Carolina* We planned 
six group meetings J each lasting about tvio to ttoee hDurs, Members coi^leted 
asslginients In BeconriLng between p^up TOetlnga. 

Bbr groups that do not wish to cotTplete assl^ments between sessions j at 
least nine to ten sessions will be needed* If your group mCTtiers really enjoy 
taUdng and ^scusslng each chapter, double the time noted for each exercise* 
To allow for these dlfferoiceSs you wBy rant to have one ^oup meeting to see 
how much people talk and to dlsouas how much hra^work they want to do* Thmn 
yoLO* group can move at its own pace and plan other meettogs to suit It. if 
you do this, be sure to plm tiro for exercises to be ccnpleted In the ^^up^* 
Hgure 2 on the nert page llata the ^cointoe mmrclBeB and reccninends those 
to be done by raantoera Individually^ those to be done first Individually and 
then In groi^), and tdiose to be done only In p*oi^. 

Wmtever foiroat you choose will be based on ttie needs of your ^"oiip. 
Many ^o^s will choose to ocntlnue meeting as a su^ort g^vp \4ille roarers 
put their plans Into praotloe* Whatever foirot you dioose^ you should plan 
each session by mawertr^ the followl^ questions! 

(1) What is ttie goal? Vfliat should we taow or be ^le to do at 
the mi of this session? 

(2) What do wa need as resoigoes? Will g^xjp wmtomrB need to read 
In a^rance? Do we need My bo^s , pmcllSj or equlpnwit? 

(3) What artlvltles will rea^ th# goal? Will exercises ot ^K^qp tMto 
be used? 

(4) Hw lOTg id.ll mda actl^ty take? How lo^ will the sesslai be? 



COT^lete the ex^clses In BeGanlng , 
Do the activities descrlbad to the Leadg^'s Qulde . 
DlecuSB new ideas, " " " 

OptlOTial act .//Itlest 

(1) Listen to a sanple tape, 

(2) Tteke tests to evaluate tte p?^^. 

Six sessions, roi^^ two to tliree hours each, plus two hours of honewca'k 
between sessions* 



Session 

First 

Second 



Third 

Fourth 
Fifth 

Sixth 



Fimm 3 

AsslgTOnt Sheet for Slx-^sslon CK Group 

^siproent 
Obtadn Beconlng and Extra Pteterlals. 

1) Read ^aptera 3, 4^ 5, and 6. 

2) Conplete exercises Oiapter 3; conplete exercises 
1^ 2^ and 3 in caiapter 4j caiplete all exercises in 
aiapters 5 and 6. 

1) Head Otiaptera 7j 8, 9, mi 10. 

2) Conplete exercises in CSiapters 7, 8, and 9 
and p^s 50 to 51 in CTiapter 10* 

Read Oiapters 11 and 12^ 

1) Write Single resime and re^ew intervlOTj^ section 
In Qiapter 12, 

2) Read Qiapter 13 and oonplete exercises. 

1) Read ^aptere 14, 15 ^ and 16 and ccnplete exercises. 

2) Gather Infontatlon on si^sport semrices. 
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acerclse Schedule 



toaivldual acerclses Only 

Personality (pp, 6-^7) 
Values (pp. 9-10) 
Diterests (pp. 11-14) 
Skills (pp. 15-^22) 
Conflicts (p. 30) 
DlsorlndJiatioi (p, 38) 
Information (pp. 64^7i 72-7^) 
Plan (pp. 86^8) 



P^lvldual/Group Exercises Group Exerolses Only 



Smis (#3^ 21) 
ft^lorltles (p. 24) 
Total Picture (pp. 26-31) 
^portunltles (p, 40) 
FamHy Changs (pp. 44-45) 
Decision (pp. 53-^57) 
Plan (pp. 88^90) 
Supports (pp. 92-93) 



Skills (p. 22) 
]&itervlewlng (p. 80) 
Copljig (pp. 95-98) 



TSie rest of this dieter presents a sfflTple format. You may choose to follow 
this plan or only use It as an exarple. 



Goals 

(1) To become aware of one*s personality ^ values^ interests, sldLlls, and 
priorities 

(2) To become inforrod about opportimltieoj new Voices ^ and life styles 

(3) Td learn sld^lls In planning and decision m^dng 

(4) Td Increase Ideas about rays to get support vAdlm makliig changes 



Resources 

Baccmlng* Leader Silde and Partlolpant - s Guide 
Brbra MatOTlals paokets 

local anformatlon about sotools, actlritles. Jobs 
Pencils 

Option^ mterlalB 



(1) Job Interview tapes 

(2) tests 



Plrst_ SesslcMi 



Before Session 

(1) All Ttrnters should taow the pinpose and cost of the group as well as the 
anount of tire Jjivolved. 

(2) All umt^^ ^ould have ipaXd fuU fees so books could be ordered* Books 
are meded at this msetlng. 

(3) If e^rmluatlon tests are to be glwn^ ^ve th«n before the first session. 
Most groins vdll use no tests. Test orderli^ Is described on page 107 • 



Goal 

(1) All merabera will Fml ogmrortable In the p^i^. 

(2) All mtiDbers will Imow ^at to e^ct ft^ the CBO ^oip expertmce. 

(3) All rwnbers vdll toiow tofonnatlOT Mjout tha^elves* 



Resources 

(1) Participant's Guide and Extra Materials packet for eadi nrnter 

(2) tencllB ^ 

(3) Leader's Guide for leader 

(^) Inctex cards or small p^ere (three per n«il)ar) 

(5) AsslyjiiBnts aieet (Figure 3) and Overall Plan 

(6) Nme ta^ 



Activities 

(1) Ditroductlons (p. 110) 

(2) Why I'mHere (p. 110) 

(3) Peeling at Horae (p. lU) 

m) Distribute Becoiringi haw MitoeM look 
ttirou^ It 

(5) Have p^tjp mmAem read OiipteM 1 and 

2 md oct^lete the exercises Ir^vldually 

(6) Dlacuas chaptera 1 mi 2 

(7) Ask mMbera to decide how the group shoid.d 
proceed* Hie follovrtng Isst^s shoiad be 
dlacuasedt 



Tjjae Estimate 

30 minutes 
20 routes 
25 intoutes 

10 minutes 

30 minutes 
10 ndnutas 



(a) How tmt^ meeting irtll \^ haw? 

(b) An we likely to rant to ^^ct^a 
aa^ ^^ter a lot? 

(c) aall we oaipleta aBslgrments at 
home? 



(d) Vfliat tjrpes of InforTOation are we Ukely 
to need? Siould we ^-^dde the task of 
gathering our infomatlai resources? 



Use Group 'Drilnk (page 111) method to solve 
this problOT* aiare the sanple slx-^etlng^ 
plua-haneworic plan with the ^^up m an 
exanple if you ^oose, 

(8) Make a3sl^mients or plm next meting. 

(9) Wap Up (paga 111) dlsousslr^ exercises ^ 
grotp oanfort^ and eructations of the 
program. 



Assigrm^nt 

(1) Readspmpters 3s 4, 5^ aM 6, 

(2) COTplete exercises In Qiapter 3i exerQlses 1, 2j aM 3 to Chapter 4 
and tte exercises in Chapters 5 and 6, 



40 ndjiutes 
10 minutes 

15 minutes 



Session Two 



Before Session 



All mrtiera should read Qiaptera 3j 4, 5^ and 6 and conplete the ex( 
cises in Chapters 3^ 5, and 6 plus exercises l^ 2^ md ^ in Chapter 4. 



goal 

Mmbers should Impw irore ccrrplete InfoTOatlon ^out ttiemselves. 



Resources 

(1) Beoaming: Fm^iclpant^s Guide and Leader's Guide ^ Extra IMteAaM 
packet 

(2) PanGlls 

Activities mre Estimate 

(1) Warn t^* 10 ndJiutes 

(2) Macuas Ijiterests and sldLlls, CSiaptera 3 

4* 20 mJJiutes 

(3) Do exercise 4j page 22^ to pairs. 25 ndjiutes 
(5) &*l0fly dlsouss priorities* 5 ntoirtea 



(5) Have maobera re-do priorities exerciEea 
(p. 24) as a foUowlng these 

directions : 



(6) 
(7) 

(8) 
(9) 



Usliig the priorities Items 
and yowr budget of $100, 00 j 
bid on orm or sevaral iten© 
in a gpo\^ auctlai. You 
can serve as auetlonfier 
and start with Item. 

Ettscuss the exercise, 
tovlew and discuss Bxmmxy exarolaes 
(pp. 26-27) in Oh^ter 6. 
Discuss fantaay md bralmtormJiTg exer- 
cises (pp. 27*29). 
Discuss confUctB. 

Plan nert session md make assignments. 



(10) Wrap Up. 



20 Mnutes 

15 ndnutes 

15 minutes 
15 minutes 
10 ntoutes 
10 Mnutes 



Aaslgroents 

(1) Read Oiapters 7s 8, 9^ and 10. 

(2) Conplate exercises In (Jmpters 7, 8, and 9 and pp. 50*51 In Ctopter 10. 



Session niree 



Before Session 

(1) All mentoera should read ^apters 7, 8^ 9^ ^d 10*: 

(2) All nwitoers shotad have con^leted exercises 1^ ^apteM 7, 8 and 9 
plus pp. 50-51 in Chapter 10. ^ - 



Goal 



All mmiDere shoind know ^out qpentag ^portunltles and declslon-maldiig 
skills. 



Resources 

(1) Participant's Guide and Extra ?feterlalB padcet for eadi tmtber 

(2) laadar 1 s Gulda f OT~leadar 

(3) t^i-U 



Activities 



Time Estimte 



(1) Wann Up. 10 mtoutes 

(2) Discuss discrimlrmtion (Chapter 7), 20 mljiuteB 

(3) Discuss opportunities (Ctopter 8), 10 mtautes 

(4) Do opportunities exercise 2j p* 38^ in pairs. 
Pairs rmy report to the ff^up at large and 

^oup can discuss 20 m:tautes 

(5) &SCUSS chan^ng patterns in f^iily life 

(CSiapter 9). 15 mtoutes 

(6) Do f&ntlly change exOTclse^ p. 42, ^th g?oup, 25 minutes 

(7) Discuss Individual and joint decision mld^ 

(Chapter 10)* 20 mtoutes 

(8) Review and revise declsion-makLng exercise^ 

p. 50, up to step 6. 15 minutes 

(9) If groifl? mCTbers are ^thertag InfoOTatlon, check 

to see If everyone Is ready for next session. 5 minutes 

(10) Plan next session aM nmke assl^ments 10 minutes 

(11) Ifrap Up. 10 minutes 



Asslgmimt 

Read C3iapters 11 and 12, 



Session Pour 



Before Session 

(1) All nwifcers shoiild read Oiaptera 11 md 12, 

(2) Infomatlon som^ces shoid^d be ^thered and brou^t to the session by 
leaders and participants* 

(3) Meni)ers should iroet at a library^ Job Servlee offtLee^ or other Infor* 
matlOT source. 



Goal 

All niOTbers shoi^d gather specific Inforynatlon about dioloes tiiey are 
eOTSldertng. 



(1) Partlolpmt^s galde and Extra Materials packet for eadi mOTtoer* 

(2) l eader's G^d e f or leader 

(3) Panolla 

(4) All naceasaiy Infonnation (see Oiapter 16), Use as dieokUst. 



ERIC 



Schools 



Job InfoMmtlon 



oom^m descidptlons 

fixmiQiBl rid InforTOtion 

applications 

support services list 



Oocig^ational Outlook HancfcTOkCs) 
Extra Mhterl^s - Occiyaticms roider 
oec^atlonal fUes (if aTOllable) 
local oec^atlonal oirtlook (if 
possible 



Job Seeking 

phone bodes local occupational outlook 

(Shanober of Cctriiierce list " Civil Ser\dGe ^anln^ 

want ads ~ ^pUoatlon procedures for Ci^rt.1 

OcoiyatlQnal Outlook Semdce j€*s 



Activities 



Time Esttoate 



(1) Warm Up. 

(2) Diseuas Infomatlon soirees and den»rmtrmte 
how to use then. 

(3) If mmbere are lo<adjig for different infor- 
mation, break Into sub^^oipe for sciiool^ 
J<* infonnatiOTi^ and Job seeking, 

(4) Study information md ocnplete Infomation 
exercises in CJiapters 11 ard/or 12* 

(5) Conplete decision making exercise 
in Chapter 10, 

(6) Discuss informatioi gathering process and 
^clsion makdjig process* 

(7) Plan next meeting and m^e aBSlpmente* 

(8) Wrap tfe. 



10 mtautes 
5 minutes 

3 minutes 

1 hour 

30 minutes 

20 minutes 
10 minutes 
10 minutes 



Assignronts .^^ 

(1) ttettoers vtfio wish should contlnm to seek Infomatlon, 

(2) Job seekera shotnd re^ster at Job Ser^ce and be^ to get Civil Service 
rating. 

(3) All mmtoers should wlte a sarnie resume and review int^rvlevAng section 
in Chapter 12, 

(4) Mentoers should read Winter 13 and COTplete exercises. 
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Session Five 



Before lesion 

(1) All wmberm should write a saitple reswie and bring it to this Bession, 

(2) All nwribers should read interviewing seGtlon to Ch^ter 12, 

(3) All meiriDera should read Oiapter 13 and Qor^lete plmning exercises. 

Goal 

(1) Meirbers will re^^ew declslOTs and pl^, 

(2) Menters will practice Intemewajig skills and receive feedback on resuiBs, 
Sources 

(1) Partlolpant's Guides , Extra Materials packets ^ and Leader ^s Guide 

(2) Interviewing sffliple questims (Plgi^ h) ^ — — 

(3) POTdlls 

(4) S^Tple intei^ewlng tape^ if desired (video- or audlo-t^e recorder) 

(5) Manber resuros 



Activities 



Time Estimate 



(1) 
(2) 



(3) 
(5) 



Wam Up* 

tevlew decisions - Iteke Rounds with "I»ve 
been thinking about m decision to 
md I m feeling 



about it. 



IT" 



MLscuss p3^ns and rate each othera' (p. 84) 
in groiflps of ttiree, teviae plane as reoesaaiy, 
Ccti^are and revise resisnes in p*oi^s of thrm\ 
Pt^aetlee intervlavrtng in ^oi^s of ttoee: 

(a) Hie three are Interviewer^ applicant ^ 
and rater to turn* 

(b ) Ditervlewtt' uses aanple questions 
from Figure 4 on the next ^ge, 

(c) RatOT gives feedback ft^m rating ^eet 
in BegoRdng t 

(d) tooupa p3j^ sa^le t^ before practice 
if tape is available . 

(e) la^ should praotloe mtil Inter^ew 
is imtad 

(6) Cdsouaa Msumes mA Intervlevdr^, KLsousa 
ilret steps of plans. 

(7) Plan TOetl^ and make assl^merrts. 

(8) Jft^ Hp* 



10 minutes 



15 ninutes 

40 mlnufces 
20 minutes 



15 mlnutas 
10 Mnutes 
10 mlnutts 



Saiple aiter^ew Q uestions 

(1) Wiat can 1 do for you? 

(2) Tell me about youreelf, 

(3) Why are you interested tola co^any? 

(4) VJiy did you dioose tiiis line of woric? 

(5) Isn't tiilB rather unusual for a peraon of your a^ (or race or sex)? 

(6) Descidbe how well you haw perforrcd In your previous J^s, 

(7) What Is yoi^ educatlOTal badc^ound? 

(8) What type of work do you like? 

(9) What Job are you worMjig for? 

(10) Vffliat general pay range are you wLllJjig to wOTk for? 
(U) How lOTg do you plm to woric here? 

(12) Wiat speeial quallflQatlone do you have that m^e you feel you will be 
suoeessfia ta this j^? 



Aaslym&nts 

(1) Read Oiapters 14, 15, and 16 and caiplete exercises. 

(2) Start step one of plan. If posstole, 

(3) Gather Informtlon on available s^pOTt servlGes* 



Session Six 



Before Session 

(1) All lumbers should read Ch^tera 14, 15, and 16 and cci?plete e^^relses, 

(2) Participants or le^er should gattier InfonnatlOT ^out avril^le si©port 
services. 



goal 

Itafters should toow resowoas for becoidLng itronger. 



^soia»Des 

- r n 11 _ J I t 

(1) I^adftr's guide aid Partlelpant's Guide 

(2) lencliB ^ ■ ■ 

(3) Index cards 

W Soelal^ton?lces Dlpectoiy or Hats of si;TOWt servlQe msoutms 

(5) W^m%tm^^pf^ If desired - on same ss sanple Inter^ew. 

''^^ *'^.<1^.. or "^Xo^tsspe reeOTder If is used 



Time Estlinate 



(1) Waro Up Includlr^ report on Step 1 of plans* 15 ndnutes 

(2) Gnmp DiJWc on how to get ftoanclal support^ 

physical support ^ and OTotlonal support* . 30 mtoutes 

(3) SboTB Infonnatlon local resourcas for 

support B&rvlQeB, 15 minutes 

(4) Diseiass o^^lr^ sldlls (Chapter 15). 15 ndnutes 

(5) itactloe relamtlon (with t^>e If avails le) 

and discuss, 20 minutes 

(6) Role play stressinil situations (Figure 5) 
us:^ self-statements. Practice In groins 

of two. Use video-tape model If avril^le* 20-30 i^utes 

(7) Discuss self-ad^nclii feeling. 10 minutes 

(8) Write self-advmclng feell^^ stat^Bnts on 

cards and bralnstom ways to use thsn. 15 minutes 

(9) Plffli ahy future tmetin^ or s^port 
strate^esi Identlftr iM*era wllll:^ to 

lead future CBG ^i^s. 15 ndnutes 

(10) Wrap Up. 10 minutes 

(11) Make Rounds with gpo^yes and part tag 

messages between xnmtem, 10 minutes 



To have a successful Cornnunity^Based Qiidance p^i^, you should make a 
schedule that fits the needs of your g^vp imttrnvB. Peel f^e to develqp^ 
yoiff am exercises and activities. 




FIGfURE 5 
StreBsAil Situations 



Role pl^ these situations before the two times each. 'Om first 

time, the peMon v4io Is tte worka' or student should think ne^tlve ttougtts 
( I can t do this. I'll really mess this up"). Ihe second time tl» workgr 
or student should practice self^vmelng statanaits ("I mn haitfle this. 
I 11 Just relax"), msouss the dlfferaices. ft'actlce naklng positive self- 
statoiwits until each nwAer cm role play caifldently. 

Sltxjatlais 



(1) You have been out of school several yearo mist take the SAT entrance 
exan. ft^ta^ you ace opoilng tte test booklet. 

(2) You are an older adult taldng ballet lessais at tte caniwnlty college 
^d find that all the other studaits are thin, under 20, and took ballet 
togetl^ the iMt sanestw. You are in class and don't understaid tte 
teacher's first Instruction. (You get Miother gmxp manber to dIslv 
instructor.) 

(3) You are lolng fa* a Job intmvimi you rant. (You ask arwther peraon 
tCL pl&y Intervlawr. ) 

W You are being cntloized for a ndstake at work. (Ask a mariber to 

play your si^rvlsor. ) 

(5) You are an overworifol studmt sm Imve several apsl^rorrts due. Steeling 
tense am dlscouMigBd, you sit dotm to wOTk. 

(6) You are an oWer adta.t v4io ramts to stu^ music appreciatlori for tm and 
pCTSonal growth, m coiffse Is avall^le. You have $fi.thar^ nanffls of 
other lnt««sted pe^le and are gbJug to the cOTimmlty education 
director to ask that the coitfse be tau^it. 

(7) Afta* a long daar, you are tired and toise. Your car l»s a flat tire In 
the^in, aM. you ^t wet flxii^ it. You have c«i^ny coming f or dlrmer 
in m Mnutesj ^ tod the meat la still Upozm. Your dog g^s Out f cA- a 
walk am runs auray aftttr a strm^ cati ^t do yc«i dd? 

(8) You are a wofflui i(W takes: a Job flnas tl» is rM beitog l^d fcte s^e 
vragfes as a man MrW at tl» sane time fa* fil» ttttna Jobi. Yrti Slscua- 
slng this tidth a f^leM. -(Pick a e^ou^ nMtob^ to pl^ ^jmp ftimd.) 



Becoming More 
Knowledgeable 

The mantiers of yomr CBO group my be Interested In leading p^ups of 
their oval. In tW,s m^^ J^omatlon staoxit sctool ^ Jobs vdll spread 
throughout your ccniiiinity. If ewry nfOTber TOuld Btmrm the LnfOTTOtlon 
with at least tm other ftl^s and the ftl^s TOUld store \d.th other 
ft^endSj Jjifonnatlon about adult leamlng^ personal growth^ and career 
developinant could pyi^tild to eoTCr nearly evoyone in your area. We call 
this the TUpperware-Party effect. It is also quite possible for a service 
cliA or otha* group to offer a series of Ooimjnlty-Based Ouldanoe ^up 
meeting on a regular basis. 

Ihe Bcbra Ptettt*ials packets can be reieed by tlie ne^rt pwips If c^les 
are m^e of tte pink D&clalon M.d. laoh packet 1ms two of these and only 
one is needed for each person. The QccupatlOTal Outlook Itoabook^ aanple 
ti^a, ^d othM* mtarlals can also be sold to otter grm^s* ~ 

ife are stoceraiy Jjiterested iti the outcOTe of yoi^ ^^ip and the waj' 
CBQ is used in your ccfiiiimlty. Ifrlte or call irith suggestions or sharing 
e3q)erlences. ^ 



Itocy L* Voi^j Ph.D. 
iOJ.ce lawier 
Itotherlne Pulkerson 
Cora^ilty-fBaBed Guidance HTOjact 
Peahoay Jtoii; 037^^- $l\ 7^ : 
Unlverilty of North C^lij^ ^ . 

chap#i mi, Nc 27514- : 
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Appendix A 

.' mie VII of the Clvn M^a Act of 1964 . (amCTded In 1972) 

- V <^'^loyer cannot dlscrOiidnate In iiirlng, tralhlrig^ firing, proniD- 
- ^(?^V^^^ dlscipl^im^^ actions benefits, or prlvlltgas solely 

-^ Because 'ttf COLCR, miGIONi SiDCi w KAITONMi OTIGIN, 

' ' Notf :aUr. enpl^^ are covered by Title VII/ Biege arai private 

^lQ^^. 6t.:l5 or more persons, public: iia.pri.mta sctools, state and local 

urions with 15 

or more rocM^ers^ laborr^nanag^ 

Write to: Equal Biployront ^porfci^ty Ccbe^ 
WasMngt.onV D.D, 20506 
Bwal Fay Act , of 1963 and 1972 

' -nviv An enployer.must vm B3^ ^M\^3^ and OTOrtlme for 
equal ,wQ7k .re^ sklll,,^efitorCt and Ttm work 



UfS. Departanent of Mba- . 

WashfliicsH;; p.c,. 20210 
.. . Age,msQEliiilnatjm , Hn\i^ Act 

fMl^fiiiliSSfe^ on, the basis of AGE against miy pa^on_ 

:"''^v:^tetityfiilm^:^n^ -tn^H-tt^^n^ ^w4i^^ benefits 



of 20 or 

federal arid state governneritSj and labo^ 



'^t by thls lawi ^ ttese are: raployara who 

cleahera , " clotlil^^^^^ffi"^ lioipiiaii , "Hffsfi^ publlV ^d 

V. E^vate sctoolsVlpS^Ljmti^i^ehold wor^ bafiy sitters. 
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Bm EWeiml fovepranait, aovOTranent-oMied owporatlOTB, or Dicllan tribes 
carTOt dlsorimlnate In anplojmwit because of RAOT, CCEiOT, fflX. RIUfllON. or 

WWte to: U.S. Civil Service Oannlsslon 
1900 1 Street, N.W. 
Washington, D.C. 20415 

Bcecutlve teder 112ji6 

Pederal caitraetOTS and aubcontiactors eamot diserfmlnate In aiployment 
because of RACE, COLOT, SEC, roUGION, or NAraONAL ORIODI. To find out If 
youp private employer Is covered, ask If they have any govemmmt cOTitracts. 

Write to: Office of ^eral Contraot Caipllance ^ff>am 
U.S. Departotnt of labor 
Washingbm, D.C. 20210 

Ktle g of the EduoatlOT AmmdmCTitB of 1972 

Schools and colleges that recelw fed^l aid imy not discriminate a^dnsl 
a student on the basis of aBC. Schools must allow ptoticlpatlon In all aetl- 
^tles and classes. 



VWte toi OTflee of Civil Mgits 
l^epBa^^amtb of BducatlOTi 
Vfediln^on, D.C. 20201 

W-tle VI of the cavil Rights Act of 1964 

A sehool OT tmlverslty cmiot dlSOTlidnate m tte basis of MCE, COLOR, 
<w NATIOIto ORiaiN In eelectlai, services, Wnoiclal aid, or other bmef its. 

Only schools reeel^dng feda^ aid are covered. !Ihis ijttcliMes most 
schools. 

MWte tor Ctff Ice of Civil Rl^tB 
D^ffi'traeit of MicatlCTi 
WasMngtoi, D.G. 20201 




Trade AgsnaieB 



B 



Aeoountants 
ActoM m^l Artiste 
Aetuarl€s 

Adviertlsajig Workers 
Aircraft Influstrles 
itoUjfie Warkars 

.toc^taats , Landsoape 
Astrofwnars 

Bardcers 

Bfflters and Beauty 
/ Brtcki^yers 
Broadcasters 
J Htolffljig Trades 
Chemists 
Chlrqpractora 
Oori Mnlng 

' \^ta ProcessOTs 
Deeorators 



.- .Cfa^flaatlon and Address 

^S^fl^i^^^'^^^ Accountants, 

^h^SJ^--^^^®-^^ Artists of America, I65 W. 

'^6th:tS^^^gfeQi*-, m 10036 
Sool«^QCgft|t,^eBi 208 S. LaSalle, St., 

Aniriean^j^h^gpgl^eratlon, 1225 Connectlout 

Ave';5«^ll^fWdttS^ten,^'DG:"20036 
AK^pase^Mtastoesl'Assoolati^ of Anerisa. 1725 

^DeSales;;St, , -NW,. Washtagton, ,DC 20036 
Air TAmport' Sssocla€£cffliof America; 1000 Camactlcufc 

AvBi , Washington^ „Dp j20036 ■ 
American Distltute oi^ '^diltects, 1735 New York Ave 

IW, W^^gtm, ^%036 
«iieriea|i^Spcle^,cf:'Jiai^,cape Architects, 1750 Old 

wfead^: m: ,f I^LemrVA';22Wl 
^^^#%^fiLp^; Society, 211 Fltz Ra^olph M., 

Mifcetoni^ltt.^oa^^o; „ ,. ^ - 
^ricm,Bi«i^;fp^iaji.atim, Suite 650, 1700 Pennsyl- 

vMila:AVe.;i:^lJW, ;WashlngtQnj , DC^20006 
Ameri,(gn Bankte^ 'Assoclatlon,^9b" Park Ave., New York. 

NY "10016 ^ 

Associated, l^ter.Bart)er3 and Beauticians of America 
^19 Greanddi M., P.O. Bwc 17782,- aiarlotte,- NC -28211 
Structural Clay„Produc.ts Institute, 1750 "'Old Meadow 

Rd^j McLean^ -VA, 22101 • • - 

National Association of a^cast«^, 1771 N St.. NW 

WasMji^on, m 20036 . * * 

m and caO'-ailtlding 'and Constanactlon OMes Depa-tment 

815 l6tti,StritNSf,\WasMngtOT, .DC,?2d006- . ' 
Americffli<Chend.car Society, 1155 I6tt St.» NW, 

WashlBgtOT^ DC-,20036" 
IntOTatlonri; Chlroi^ctors Association, 7^llltt«adv 

' St., ^^Da^OK^.,IA/ 52805 - 
^ft'^^^M^^^^'^^ U.30 17th St., NW, 

^'?^gP^^^S^?|;.Ai|rlca, Die., 5223 River M., 

Data^Brocess^JMarfflganeiit Assoclatl^^ 505 aase Hwv. 

<:^^^^fe^ff3^^60068,- ' 
^^!^^^Sl^^o?'.it^.^<»iEteppratori7 730 W.fth 

Avf^)ft%:S^^S'aooi9-' 



Americai I%HiLl«&sTstants..Assoclatlon. 211 E. 
- CM'ca^ ATO;7lja*bag57:a£.:606ll 



'1 



1^, ^ -i 




Cfefflypatlon 
Dental i^^a^ts 
Deital ^tfmlclms 
Dentists 
Dietician.' 
Ecolo^ Wtoricers 
Blectrle^ Wortcera 
Eh^neere, Aeponautloal 

Agri.euit\tt^ 

&]gUieera, mActzdeal 

EhgLne^, Industzl^ 

fi?^i8ffls^ Medianlcal 

^gine^« ttbiing, 
MetKUw^eal, and 

^^ie€Z€, Hadlo 
nc^sts 



'Qp^anlzatlCTi and Address 

ABm^cm Dent^ Ifyi^«dsts' Assqclatlai, 100 E. CM.o 

St., Chicago, Hi 60613 
National ^l^oelatlrai of totlfled Daital I^oratortes, 

1330 J^BMhusetts Ave. , NW, WMMngton," DC 20005 
toerdcan De^al Association, 211 E. Chicago Av«. , 

CW.cago, a 60611 
AniKdcan Metetle AssoeJation, 620 N. Pttchl^ Ave. , 

Oilcago, Hi 60611 
Ecol^cal Soclrty of JtaMrf-ca, D^t. of Botar^, 

Southern Illinois University, Carbwjaale, TL 62901 
Intermtlonal awtti«liobd of EleetrleaL Vmymm. 

ia30-35tti St,,, ^, Washto^on, DC 20005 
An^cMi IfBfcltirte' of Aercnautles axA Astnonautles, 

1^0 Avmm of the Anertcaa, Yoric, m 1001p_ 
AMrtom Sooleigr of A^leultural aigliM^^, 2950 ' 

Nll^ Bd., St. Jos^, ia 49085 
Amertcan Ceramic Society, 4055 N. Hi#i St., Coluafcus. 

OH 43214 • 
AnKdean.aatltute of Qi^eal ihgtne»s, 345 E. 47th 

St., New York^ NT 10017 
toertcan Society of Civil ES^liMera, 345 E. 47th St, , 

Nesf;Yortc,'Ny 10017 
Jjnstltute: of ^ElMtrtc^ and E^ctawri.cs B^lneers, 

3^ E, 47tti St, New YoriE, m 10017 , 
AinM^an "Iratlti4e. of Indi^rtaL aiglneers, 345 E. 47th1 

St., jumn^Yarki'm 10017^^ ^'1 

Aiwrtj3aaSocl«ty;pf,techahlcal Big3fle«7s, 345 E. 47th. 
•St;'i "Nw-Ybric. NY 10017 ' . 



•S^fV'N^'Soitj NY 10017 



pjBtsba^um'^ 

NYlDOi? 

Insil' 
345E 



3^5 i^;i^^^,,.|Sw York, 




■ K 



^ J 



Halrdr^sars and 

C^mtolbglMtB 
Hone. £aofKndsts 

Hospital Woaicera 

Hbtal WOTk^s 

Jwalars anfl Jewa^ 

latere 

Machliilsts, 
Ail-around 
IfethOTetlelana 

R#fM.g^tlm and 
AIj^ COTdltimlng 
Macttcal L^oratory 

JWla^ Record 
Mbrffldans 
Medioal X-R^ 

MaterolQ^sts 

Ittaroblolo^^ts 

Nurees J ft^aetloal 
Jftirses^ Ra^stered 
Ocen>atieml Ihei^lsts 

G^tomafteiate 



National HalraE^sars am CoOTetolegists Assooiatlcnj 
175 nstti Ave.^ New York, NY 10010 , 

Anerlcan Hcnfe EcbnontLcs Association, 1600.20th St., 
NW, Wmhlngton^ DC 20009 

Am^can Hospital Association, 84o N. Ltfce aiwa 
to; , Chicago, XCi' 60611 

^^n??^f^;HQteL^.^^^ Association, 221 .W. 57tti St. 

N0w XOTkv NY 10010 
Natlohil^'Assdclatlba of Disi^nce Agents, 96 Piaton 
. St^, New York, NY 10038 

Retail Jewelers of Arorlca, 1025 Vennont Ave., NW, 

WashliTgtpn, DC 20005 
Anertcan IriHtltute of Lmandeitog, Box 9^0 ^ JoHet* 

m 60^133 

Andean Bar AssoclatlOT, 1155 E. 60th St.^ Chicago, 

IL 60637 , , 

Amerlcm Mtamy Association, 50 E- Hisro St., 

Chicago, m 60611 
3jTt«ratlOTal^Assoca^lOT of Itedri^ 

COTnectleut Ave., WsshlJTgton, DC 20036 
Itethi^fetieaJi^^soclatlQri^^^ fflflff at 

Buffalo, BufTalo, NY 1^2l4 
United Association of Joum^men, Apprentices of^^ 

Pliariblng md Plp^ Jtfttliig Industries, 901 Mtosa- 

^usetts Ave., Washington, DC 20001 
Bm^tvy of Medical Tedmolo^sts, American Society 

of CUnlcal Patholo^sts, P.O. Box 2544, Mmcle, 

m 47302 

Ameri.can Medical Record Association, 875 N. Mlchlgm 

Ave., Chicago, 606II 
Anertcan Soele^^ Radlolo^c "1^0^ 

Ifeii St., Fcmd Du Lac, m 54935 . 
American Meteorolc^cal Soela^, 45 Beacm St., 

BostOT, MA 02108 
American Srclety of tocteidolqgy, 1913 St., 

NW, -WMMiigfcon, re 20006 
Anerlcan Federation of Iftaslclans, 641 Lexington 

Ave., New York, NY 10022 
NatlOTal AssoclatlOT to* ft^etleal Nime Educatlm 

and Service, Inc., 1465 Broadway, New Ywk, NY^ IOO36 
NatlOTal League for Nuralj^, 10 Colmfcus Clrele, 

New YOTk, NY IOOI8 
Amertcan^^Ctedi^mtlCT^ TheMpy ^seclatlon, 251 Park 

Av^. , Sqattij': New Yoric, NY 10010 
C^ttcCL^lpcls^^of 2100 Pemsylv^da Aw., 

NW,. KasWy^opi ,DC 20037 ^ 
AmT±j^^'Qp€d^^Q Association, 7000 Od-ppewa 
.St., St.,,L£nia, ^D 63119 



PttTOlmsn Workew 

Pl^slcal Iharaplats 

Ehyslclsts 
Flastlo Wc^cera 
PliaibCTS Pipe 

Po(Uatrlsts 

Psy^eloglsts 

Rallroafl WOTkers 

foal &tate Sales Agarics 

Recreation Workers 

Basteurant Worters 

ItetMl Grocers 

SaOTetarlas 

Spelal W^ars 

;^)t0dh Biaraplsts 

Saaehars 

IW^Wtoicn and Radio 



Qi'j^ilEatlcgi mA Address 

Amartc^ Ost^atMe^eoclatlon, 212 1* Ohio St, ^ 

Qiloa^j 60611 
&^th«*iGNDd of PatotarSj mO. Paperhang^ 

of Mffidoa/ 21M19 6th St Laftyetta, Br^790l 
Art^oan Pet:^!©^ 1271 A^wi^ of ttia 

Afflirlpaaj 1^^^ 
An^^n ^w^oieiifcicai^ 2215 Coratltutlon 

Pi^ffesalCTml^Ph^ of Amerloa^ logo Ea^ufclre 

OiJc i^eitf C PMjiMj IL 60018 

Am«4.oan piyslc^ Hi^^ Assbclatlon^ 1790 feoadway i 

Amwiqfe Medloal Msoclatl^^ 535 N. Da^orii St * , 

Oilca^, ffi 60510 
Arertdan fimtitute of Phys 335 1. MSth St;V ■ 

Ywk^ NY 10017 ^ 
Social -of t^ PlMtles Mustry, 250 Park Ave/, 

Nevf IfCTlci W^^l^ 
lW.tad MsoclatlOT of Jotra^man^ Apprantlcas of 

Plmtoaiig Bia Pipe Blttlm Industrlas, 901 

MaBsadiuaefcts Avm,^ NW^ WmMj^qo, DC 20001 
Anerlcan Podlatj^ Association j 20 C^evy Chasa Cajrole, 

Ntf, WashjiJTgtan^ DC 20015 
iteiertcan P^dK^lo^cal Assoclatloi,^^^ 1^^ X7^ St.j 

WasMi^6ni DC 20036 . 
Association of African Railroads^ Jtonerlcm Rrilroai '1 

Bl^.^ Wi^ili^OT^ DC ^20036 
NatlQi^ Association ;pf Raal^^tata Boards, 155 E. ^ j 

Sipa^OT^St,^ 'Oilc^o, a 60611 \ ' i 

National Hecraatldri aM Pm-k Assoclatlw, 4700, / 

PCTnsylvarf.a Ava., NW, Washiiigtcm, DC 20006^1. _ 
National Restauiwrfc Association, 153QtN;:Lake aiore 

Dr., Oiicago, IL 606IO ^ . ^^rl'i^:^ . . , . 4 

Nationali AssoclataBnlbr, Retall^43^.^/,of{^^^^ t»ilted,;i| 

Statar^-360' N. modm^ Ave/i (S^caa6i"tt^"666or^^ 
Itotlonri. Secreftffides A^iodatlon, 6lS3i j53pd'^St». !M 

Kmsas: a^i;;M6^64lJi ^ 1 ' cf"^ 

National ^CcmriBsloh^fco? S^ Work Cai^rs^^Z! Pafe^ '^2^ 

Ave;, ,;.ifeif^ yoric^. NY.iooie^ ^ ^ r ^ : 

Ara^c|i|fl^|ah4i^^ Association, 9030;6itffv 

aaCT^ombBbaaibWriShir^cmi DC- 20014- » I' ^"^/^ ^r- 

NatlOTal-Crat.^; f di?:ffltf&3:mtion vipn-.C£flcfe&?st-^^^ 
I607;mj^|fl^ 

kna±<mx :FwSm0.ttdi pf ^fela^lbn^rtis Badlo Artists, 
72« ^Lftti A%: ^ Na» Ydo^, NY i0022 
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OoGupatlere Qr^inlzatlon and Address 

Tfeartlla Wai?fc^ Anartcan Textile AssoclatlOTi, 1501 Johnston St, , 

Qiffi'lotte, NO, 28202 . 

Weldws ■ Am»lean Welding SoqIb^^ 2501 NW 7th St. ^ mmd., 

" ■ Ft 33125 
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BOOKS m INl^^ 



^Ues, R.N. IftoaC CoIot Is Your Faraohute? A faaetloal 

Mfcera an d O^ev-Chmmvs , Berirelev. CallfQTT^ifl! tvmn l^mtm v^^^ y : 

Campbell, D.P. If You Pmi't Kiow Where You're Gfolng, You'll fr^ aaiy 
mA tte ScTOBte^e Elsey Nlles. IllAn^^ a^m n^U^^4.4^^^ in^J?^ 

toystal, J.C.,, Boilea, R.N. Where Do I Qo R-om Vere vAth m Mfe? 
New Yorkr Seabury ft^SB, 1974. ~~ ' ' ' . ' ' ' — 

Dep^<tmnt of Labors A Wdriclng Wman's gid.de to her Job Rl^t s . 
Washin^on, D.C.: Cf.S. Qovenmenfc Prantlng Office, l9?5. 

Jaclaon, T. IVroAy-eltfit to a Better Job . New Ywk- Hawttiome 
Books, 1977. , ■ - -■ ■ — ■ 

Jackson, T. , aid Ifeyleaa, D. Tha fflddai Job Ma rlret . New York* 
Qjadrangle Books, N.Y. Hmes Cb., 1976. 

I«*eek, R. 1001 J^ Ideas for Today's Woman: A CTieek llst Guide to the 
Jrtj Marieet . New Yoric: Dodbleday, 35?5. 



Retianlng to Sdiool and School Skills 

The AnKdeai. College. Test Wlseness: Ttestm 



Skills fOT Adults 



ine «nK^eai. college. Test Wlseness: ^st-^faMng 
Retuprdny to Setwol. New Yo-k: Mcara.w-IH.U, I97I, 

^™ • ^"dy a^lls f or Those Adults Retimnlng to School . New York: 

Bandt, P.L., Ifeara, N.M., and Selnidt, L.D. A Time' to Learn? "A ftild e 
to Aeademlo and Person al Effectiveness :^ Jftw York: Holt, Rlnetert, and 
WWston, Inc., 197^. 



, g^» .Jft» al. Guide to. Alternati ve .OoUegBB and Unl^sltties: A 
Cc3PW^^ensi^ ,Msy^ of-0vy^^50':B^^ Boston: .Beandn 

_ McGmfrfmii i9.78>,r^^MW^^*™'P^eholQgr, 




ERIC 



Cogue, J., sand Hebert, T. Ihls Way Out* A Guide to Alternatives to 
Traditional College Mucatlon In the United States. Europe, and the 
Ihlrd World . New York; E.P. putton, 1972. ~ 

College aitrance Examination Board. Clg General and Subject Bcamlna- 
tlons: Descriptions era, Sanple aiestlons . Ftlnceton, N.J. i CEEB, 
Box ItiZH. Revised yearly. 

Gerow, J.R. , and Ljme, R.D. How to Succeed In College: A Student Guide- 
book . New York: Oiarles Scrlbner's Sons, 1975. 

Houle, CO. Contlnulns Your BLucatlon . New York: MoQraw-mu, 196^4. 

Lenz, E. , and Shaa-rt,tz, M. ^ You Want to Go ^ck to School.' Facing 
tt» Realities of Gentry . Jfew York: McGmw-HIIi, 1977, 

Nleves, L. College Achlevefnent tta^ufli Self -Help; A Flaming and 
Guidance !%nual for Mnorlty Students , frlnoeton, N.J. : mucatlcnal 
Testing Servlee, 1978. ' 

Splaver, S. Nontiradltlonal College Routes to Careers . New York: Simon 
and Schuster, 1975, 

Strunk, W. , Jr., and Vflilte, E.B. ^e aenents of Style . New York: 
Pfecmillai, 1973. — 

rrhatcher, R. Aead«idc Skills: A landbook for Worldng AgiHts Returning 
to School . Ittmca, N.Y. : Cornell University, Ifew York State School of 
Industrial ard labor Relations, 1975. 

Waller, M. , and Beach, M. midng It In College . New York: rfeson/Charter, 



Assertion Training 

Albertl, R.E. , and annons, M.L. Stand Up. Speak Out. ^Ik ^ck l New 
York: Pocket Books, 1976. 

Bower, S.A., aid Bower, G.H. Assertij^ Your Self: A ft^ctlcal Guide for 
Positive Change . Reading, Mass. : Mdlson-Wesley Publishing COTpmy, 1976. 

PensterlMdjnj H. , and Mer, J. Don't Say Yes When You Want to Say No . 
New York: Dell, 1975. 

Galassl, M.D., and Galassl, J. P. Assert Yourself: How to Be Your Ovm 
Pereon . New York: Hinian Sciences ft^ss, 1977. 

Janes, M., aid Jongemi^, D, Bom to Win , fading, Mass.: Addlson'- 
Wealey Publishing COTpany, 1971. 
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IbrrXBp L, Q* Vimamomrt A ffanual f or Workshopa In Personal Effeo* - 
tlvenass . toaratOTs R*Ii* Ihe Cawoll WreBB^ 1977 1 

multeby^ hue, Jr. Help Yourself to fepplness . Boston^ Herman Pub- 
lishing COTpany^ 1975 » 

O^Neill^ N., Bnd O^Nslll^ G. mo^mm Oears . New York: Avon Books ^ 1975. 

Paulsen^ K., and Kttas R. (eds*)* Wonan^s A^iHnaoi T^lve How-to Itend- 
boote In Om . Philadelphia: J.fl* ^ 

SoholE, N*^ ft*lnce^ J,, and MUler^ G. How to DeoMe: A Guide for Women. 
Prlneeton^ N*J*i College aitrance acamJnation Boards 1^5* 

Williams^ R.L*^ l^ngj H.D* Tov^i a Self-4fanaged Life Style . Boston: 
HoughtOT Mlffli^ CCT^ny^ 1975. " 

Booto to Consult — ^Referenoe Books 

Cass^ J,^ and Blwibatnn^ M. COTparatlve guide to Two^-Year Colleges and 
Career ft<>g^ms . New York: ^ 

tess^ J,^ and Blmbaums M, ^r^ratlve Qulde to Anerloan Colleges* 
New York: mrp&r & Row^ 1975. 

Doster J W.C* (ed. ) , Bamon^s How to ft'epare for the College-Level Bcaml- 
nation Wro^ma ,- New York* ]to^wi*s Eduoatibnal Servlees Die, ^ 1973,"^ 

Oruber^ l.C. j and Ba^anson^ M. SoholastlQ Aptitude ^st for tollege 
Entrmce , New York: Moriarch Pi*eESj 1976. 

Hegener^ K*C. (ed,)- Peterson* s Annual QuMe to Ur^ergr^imte Study, 
1978 . Pl^lneetonj N, J.: Peterson's Revised yearly. 
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